SUPERINTENDENT 
Dr. Dan Brigman 


AVERY COUNTY BOARD OF EDUCATION 
John Greene - Kathey Aldridge 
Patricia Edwards - Randy Singleton 


AVERY COUNTY SCHOOLS 


POSITION: DIRECTOR OF STUDENT SERVICES 
REPORTS TO: Director of Human Resources 


GENERAL STATEMENT OF JOB 

Under limited supervision, performs a variety of supervisory and administrative tasks in 
monitoring and assisting the programs for Support Services for Students. This includes 
School Nurses, Guidance Counselors, Social Workers, School Resource Officers, English 
as a Second Language Program, Pre-K Program, and other areas as directed. 


SPECIFIC DUTIES AND RESPONSIBILITIES 

Provides direction, consultation and supervision to the following employees: School 
Nurses, School Social Workers, School Counselors, Multi-Tiered Support System Teams, 
School Resources Officers, Pre-K Teachers and Assistants, and ESL Teachers and Staff. 


School Operations (Nursing, Counseling, Social Work, McKinneny-Vento) 
Coordinates with the Director of Federal Programs 


Facilitates meetings with School Nurses, School Social Workers, School Counselors, 
Student Success Coordinators, Pre-K, ESL, and School Resource Officers. 


Coordinates services with and serves on community/special interest groups committees: 
School Health Advisory Committee 

Juvenile Justice Student Committee 

Opioid Committee 

. Toe River Health Department Liaison 

Centers of Disease Control Liaison 

McKinney Vento Homeless Liaison 

. North Carolina Department of Health/Human Services Liaison 


QH mN wS 


Updates and disseminates policies related to areas of supervision and safety. 


Coordinates state vaccination requirements for Kindergarten, Sixth Grade and 12th 
Grade. 


Assigns Counselors, Nurses, and Social Workers to schools based on needs. 


Works with School Counselors to prevent student dropouts. 
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Updates and maintains information relating to medical outbreaks and reporting to the 
Toe River Health Department, NC Department of Health and Human Services, and the 
Centers for Disease Control 


Plans, develops and implements standards, policies and procedures related to the 
Student Success Program (MTSS). Develops short and long range goals for the 
program, monitors progress and makes recommendations for change. 


School Safety 
Coordinates a comprehensive security/school safety program. 


Provides training and assistance to site-based administrators in matters of safety and 
security. 


Coordinates with the Avery County Sheriff's Department to develop and maintain 
School and District Level Crisis Response Plan. 


Serves as liaison with other agencies such as local and state Departments of 
Transportation, NC Department of Public Instruction, Center of Prevention of School 
Violence, and others to provide resources and information related to school safety. 


Collects and compiles required annual school crime reports to the NC Department of 
Public Instruction in an accurate and timely manner. 


Provides reports to the Superintendent and the School Board on matters pertaining to 
school safety. 


Pre-K Responsibilities 
Directs and supervises the Pre-K educational programs for eight school sites. 


Helps develop, maintain and expand services to individual students who might benefit 
from Pre-K programs which promote personal and academic growth. 


Provides guidance to Pre-K Teachers with learning environments and curriculum 
implementation. 


Provides support and guidance to Pre-K staff and administrators undergoing the 
licensure process as required by the Division of Human Resources. 


Assumes overall responsibility for the preparation of all reports concerning the Pre-K 
Program. 
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Consults with Directors of supporting programs to discuss matters affecting program 
implementation, student placement and eligibility, and budget issues. 


Works with subcontractors and key community support agencies for appropriate 
articulation and program implementation. 


Maintains an ongoing evaluation of the program’s effectiveness and recommends 
adjustments and changes as necessary within the framework of the multiple funding 
guidelines. 


Plans, schedules, and coordinates leadership and staff development opportunities for 
Pre-K personnel. 


Conducts an annual needs assessment as basis for project development. 


Coordinates and maintains sanitation, fire, and building inspections with the county 
officials, maintenance staff and school staff. 


Serves as liaison between schools and the Central Office concerning student matters. 


English as a Second Language Responsibilities 
Coordinates the ESL Program which serves students who are limited English proficient. 


Consults with Directors, Principals, and Staff to ensure that all Federal, State, and Local 
policies and procedures are followed in regards to student success. 


Develops and implements short and long range plans for the efficient operation of the 
ESL Program. 


Coordinates with school personnel, students and parents to resolve concerns related to 
the individual rights of the limited English proficient student. 


Works in conjunction with the NC Department of Public Instruction, Office of Civil 
Rights, and the Department of Education to ensure that the ESL Program in in full 
compliance. 


Interviews and recommends teachers and assistants as possible candidates for 
employment. 


Coordinates staff development for ESL Teachers. 
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Attends state, regional and local meetings and conferences. 
Monitors Title III Budget and make amendments as necessary. 
Purchases needed supplies, textbooks, and materials for the ESL program. 


Coordinates initial and annual testing for ESL students as mandated by state and federal 
policies. 


Maintains local database of information for all active, inactive and exited ESL students. 
Works with school counselors and data managers on registrations issues or concerns. 
Responds to calls and correspondence regarding programs and services offered. 
Assists in the preparation and maintenance of budgets for all program areas. 
ESSENTIAL JOB FUNCTIONS 

Demonstrates understanding of federal and state leadership and the impact of federal 


and state decisions on the LEA. 


Remains current with educational trends and changing federal and state 
policies/ procedures. 


Requires the ability to compare and/or judge the data sets. 


Requires the ability to speak to people in small and large groups in order to convey or 
exchange information. 


Requires the ability to read and prepare a variety of correspondence, reports, forms, 
articles, proposals, contracts, etc. 


Communicates effectively and efficiently using oral and written language. 


KNOWLEDGE AND SKILLS 
Considerable knowledge of local, state and federal policies regarding education. 


Considerable knowledge of the ethical guidelines applicable to the position as outlined 
by professional organizations and/or federal, state, and local laws, rules and regulations. 
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Considerable knowledge of the principles of supervision, organization, and 
administration. 


General knowledge of the North Carolina Standard Course of Study. 
Skill in listening and developing relationships. 


Ability to plan, develop, and implement and evaluate programs. 


MINIMUM TRAINING AND EXPERIENCE 


Master’s Degree in Education or a related field. Experience as a school administrator is 
preferred, but other experiences and training may be considered. 


MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 
ESSENTIAL JOB FUNCTIONS 


Physical Requirements: 
Must be physically able to operate vacuum cleaners, carpet shampooers, brooms, mops, 


leaf blowers, etc. Must be able to exert up to 50 pounds of force occasionally, and/or up 
to 25 pounds of force frequently, and/or up to 10 pounds of force constantly to move 
objects. Physical demand requirements are for medium work. 


Data Conception: 
Requires the ability to compare and/or judge the readily observable, functional, 


structural or composite characteristics (whether similar or divergent from obvious 
standards) of data, people or things. 


Interpersonal Communication: 
Requires the ability to speak and/or signal people to convey or exchange information. 


Includes receiving instructions, assignments or directions from superiors. 


Language Ability: 


Requires the ability to read simple forms. Requires the ability to prepare time sheets 
and maintenance reports using prescribed format. 


Intelligence: 
Requires the ability to apply common sense understanding to carry out instructions 


furnished in written, oral or diagrammatic form; to deal with problems involving several 
concrete variables in or from standardized situations. 
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Verbal Aptitude: 

Requires the ability to record and deliver information, to explain procedures, to follow 
oral and written instructions. Must be able to communicate effectively and efficiently in 
standard English. 


Numerical Aptitude: 
Requires the ability to utilize mathematical formulas; to add and subtract. 


Form/Spatial Aptitude: 
Requires the ability to inspect items for proper length, width and shape. 


Motor Coordination: 
Requires the ability to coordinate hands and eyes rapidly and accurately in using 
janitorial equipment. 


Manual Dexterity: 
Requires the ability to handle a variety of items such as janitorial equipment. Must have 
minimal levels of eye/hand/foot coordination. 


Interpersonal Temperament: 
Requires the ability to deal with people beyond giving and receiving instructions. Must 
be adaptable to performing under minimal levels of stress. 


Physical Communication: 
Requires the ability to talk and hear: (Talking: expressing or exchanging ideas by means 
of spoken words. Hearing: perceiving nature of sounds by ear.) 


DISCLAIMER 


The preceding job description has been designed to indicate the general nature and level 
of work performed by employees within this classification. It is not designed to contain 
or be interpreted as a comprehensive inventory of all duties, responsibilities, and 
qualifications required of employees to this job. 
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